Vi

APPLICATION FOR RECORDS DISPOSITION STANDARD _ : ’
| / C

INSTRUCTIONS: Prepare in duplicate and f'orward 10 '!the Records Management Analyst, Management Systems Division

3. Dept , Division, Suludivision & Administering Office Address ! FOR RECORDS MANAGEMENT DIVISION USE
MARTA ! : . Date Received Agpplication No. Date Completed
2200 Peachtree Summit . . | IAN -9 1979 79 - 7 FEB - 5 1979
401 W. Peachtree Street
Atlanta Georgia 30308 1. Application 2. Oept. Application No.
c ’
4. Person to Contact - o 6. Working Title T 77 7T 6. Telephons Number
David E Manuel Technical Specialist 586-5521
7 -Ac‘:.tw;on R‘e(:uesi&l - o o T T T - o B
|5t Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated. )
c. [0 Amend Application No, : ___ Check One: [ Change; 0O Supercede: [J Void
8. Dates of Series QWR‘;Edes Senes Title (foﬂawed by title used in offica, if different)
Earliest Latest MARTA Construction Division Contract Working File. Short=Range
| 1972 | Present | o o _
10. Division and Qlfice Function What is the function of the Division and the Office in which this record series is created? ]

The Construction Division is responsible for coordinating and managing project
construction and assignment equipment procurement and installation activities. It
directs the MARTA Construction staff and monitors and supervises the performance of
the General Engineering Consultant in organizing, planning, and managing the transit

system construction and assigned equipment procurement and installation programs and
contracts. -

w#

I

11, Record Series Description This file contains the following documents finclude form numbers and tm'es if any):
Attach samples of the file. ‘

Documents relating to:  The design, development, constructlon, testing, and delivery of
construction contracts under the Short-Range Grant for development of :
» » bus transportation system. Included are correspondence; General, Pre-Bid
tncluded are: Info. Other Bid Submittals, Post Bid/NTP, Audit, Claims, Contractor
Correspondence, Weekly-Progress Report, Resident Engineer's Correspondence,
Progress Payment, Forecast, Real Estate, UMTA, Risk Management, EEO and
Subcontractors, Agreements, Permits, Change Orders, Close/Out/Inspection.

File is arranged: By contract construction unit number.

12 Monthlv Reference Rate How often are records referred to which are: - —

One to six rnonths old _

——— . :Seven to twelve months od___ . Thirteen to twenty-four months old
, .

twenty-five months and older

13. Annual Rate of Accumulation of Records T : ' T ) - ————— e

Letter-size drawers ___

. Legal-size drawers ;Shelves . __ _ _; Other (specify]

3012 (3/76]




O Destroy. .
O Transfer to State Archives tor parmanent retgnlion. b
L) Other {Specity) '

Hold all contract ¢onstruction records for 3 years nast ccmolet.lon oF nro;lect
and/or all audit questlons resolved; then destroy

These instructions apply to all prior and future accumulations aof the seres

{Indicate briefly rotionale Tor recommendations lluwP ar write .nldmnndl remarks):

_!‘E_S# I'jl_O-___ lfuo_ugsnonnalre {Place an “)q in the proper CO'Pﬂ“l__ L L 7 . i |
B ‘a, 1s this the official copy of the series? o a ' T T
X I not, where is it? ; ' : "
T T b. Does the series contain c;)r;h’demml miormatlon rmunr};;acm;fﬁar;aﬁ;§7 IFy ves, cite law or fea;l_aa_n ST T T
X : ' L '
X | e isthisavitalrecorar T T T T A T TR, s e

T T 0 Poe s s hage storieal on Tong teom sesech vadwe? T T T e e e

. When i o) Iwn o ety i Har bile psdke ol necessany Lo keep the cotne Gl oy a loigg l"“r"“|. ‘3“-”'” Thuese "“'-‘."”l'“"- he
scheduled sepatalelv)

—Xm o —?jwl_s_t;\e mformanon contamed in this series é;'_er*;ubhsl-\éd? f yes, attachhgl;v‘ T T T T T
1 0. is the information contained in l;l‘l-l_“rlﬁmﬂa'f;d;;ab;f;cﬂ;de& in a summarized _r_e‘;)c.:i}t? oo T T
| X H yes, atlach copy. - - - e L

h. Is lhere 8 duplucatmn of this series in your omce or in another office or agencv?

Xl tyes where? e
'Y i s thcs series {ora ma;or‘wmon q{r“t{ regularly mlcroflimed? R ]

X ﬁi'_}l’fs _‘_’jﬁjf‘f"'d series re%uh ina computer ps_'rg_lcg?___m_‘ e _,i: :_ T __}

15. Retention Requirements The foltowing requires the series to be kept:
a, State Law : . - [ v’ears.ﬂ - o d. Audit period' . —_— e e . VRArS.
b. Statute of limitation e, YBBTS, e. Administrati’ve naed e o L years,
¢. Federal law ——ee . _..Wears. f. Federal retention instructions - ——X years.
Atiach copy or excert of iaws or regulations. Explmn administrative need.
Urban Mass Transportat ion Administration - External Operatlng Manual III-D-p. 41
? Approved Dnsposmon lnstr-..‘,;';'s-— This aﬁg—erTc‘v'reco;:en—dsTl;al_the file se;es-t_);_ttt:‘lt;f?‘al_’t‘h:he—r;c-i-gf- ;—ch“m—— T o 7
T 1 Cavendar Year; 1.} Fiscal Year; I3t Other __ ComPlet?-Pn Digogt;{ic;t,#__._,ﬁ then,
Construction Unit
Kl Hold in the current filesarea ___ . ___month(s) _.l___ _ vyear{s); then
K] Transfer to local holding area; hold . _..__ _ _ yearls); then
[ Transfer to State Records Center; hoid _____ . __ _ yearl(s}: then

o et e

17. APPROVALS

Appraved

ds Managemagt Pificar Da(erﬂﬂ

Approved | Lega

‘-';-u;tm;eﬁf;_rxrél'ﬁva?—'and [ isidrv - [
W—Q[ _ﬁZ@P /-
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